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Preparation of Travel Vouchers

1. The problems pointed up in your memorandum dated 3
August on the above subject heve lung exieted and we have on
ocensions inttiated action designed to alleviate the burden
of processing incorplete travel wouchers,

2. Ye have conslstently required that itravellers submit
completed travel claims to the Fiscsl and Finance Divislous, as
spproyriate, before processing for payment or credlt would be
initiated. In recogonition of the technical complications in
travel regulations vhich cause travellers so much difficulty
the Travel Processing Gulde was published which
wag designed to provide all the informetion necessary for the
preparation of accurate travel arders anmd vouchers, Subsequent

to the ﬁucatim of the Travel Processing Guide, we initiated
notices titied Completion of Travel
Clzime by Treveller, These notices called speclal aftention to

recurring deficiencies in trevel vouchers snd I roxe-
graph 3, specifically provided that the Central Processing Bruuch
would render technical and clerical assistance to the traveller.
B 1:0 stated thet "in the fubure, in the interest of
proper administrative and audit control incomplete claims will

be returpned for proper execution yrior to processing’. Ve were
atdvised by the Central Procassing Branch that it would establish
facilities for the preparztion of travel claime for all travellers
who would come to it for sssistance. Further, the DD/P-Admin,
sanff advised that 1t wvee taking action o encoursge travellers

o utilize the Ceniral Processing Branch in greparing travel claims.
Je hove recently devised 2 new travel voucher form for confldential
funds which 1% 12 believed will tend to present in a betier manner
the elements ¢f a tyavel claim,

3. We shall appreciate any further suggestions which would
tond to sssist the traveller in the preparation of travel vouchers
and eliminate unnecessary work im the Fiscal and Filoence Divisions
in proceasing incomplete and insccurnie claims,

Y
25X1A%9a

Ty

TAS /WEB:gak (7 Aug. 1953)
Rewvritten FWG:gmk (10 Aug. 1953)
Distribution:

Orig & 1 - Addresgee

Apbrevhdpﬁ&vmmww W05538A000100070033-8
1 - TAS Chxrono

1 - TAS Return e —

25X1A



